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CAP EMERGENCY SERVICES MISSION FORMS 

This regulation provides instructions and samples of Incident Command System (ICS) forms and CAP forms required for use 
on CAP emergency services missions.  Blank ICS forms are in CAPR 60-4, Volume I, Part II, CAP Emergency Services 
Mission Forms–ICS.  Practices, procedures, and standards prescribed in this regulation are mandatory and may not be 
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II, CAP Emergency Services Training Forms; and other directives governing specific CAP policies.  Forward all suggestions 
for modification and improvement of the program through channels to NHQ CAP/DO. 
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GENERAL INFORMATION 

1-1. Scope.  This regulation provides forms for use on CAP actual mission activities and operational training missions.  
The Civil Air Patrol provides services to conduct search and rescue (SAR), disaster relief (DR), and other public assistance 
missions.  Many missions are in support of persons in distress and should be conducted competently, expeditiously, and in a 
professional manner.  Proper training, thoroughness, and timeliness cannot be overemphasized.  This regulation provides 
directions, and completed samples of the standard Incident Command System (ICS) and CAP forms to be used in conducting 
operational missions.  Some situations may dictate variations in the procedures contained in this regulation, in which 
common sense and prudent judgment shall be used to ensure effective management of CAP resources.  Safety should always 
be a primary concern. 
1-2. Supplements/Operating Instructions/Waivers.  No supplements, waivers or operating instructions (OIs) may be 
issued to this regulation by any unit below wing level except the Congressional Squadron. All supplements, waivers or OIs 
affecting any aspect of this regulation may only be issued after prior written approval of NHQ CAP/DO. 
 

INCIDENT BRIEFING (ICS FORM 201) 

2-1. Purpose. The incident briefing form provides the incident commander (and the command and general staffs assuming 
command of the incident) with basic information regarding the incident situation and the resources allocated to the incident. 
It also serves as a permanent record of the initial response to the incident. 

2-2. Preparation. The briefing form is prepared by the incident 
commander for presentation to the incoming incident commander 
along with a more detailed oral briefing. Proper symbols as 
outlined in figure 2-1 should be used when preparing a map of the 
incidents. 
2-3. Distribution. After the initial briefing of the incident 
commander and general staff members, the incident briefing is 
duplicated and distributed to the command staff, section chiefs, 
branch directors, division/group supervisors, and appropriate 
planning and logistics section unit leaders. The sketch map and 
summary of current action portions of the briefing form are given 
to the situation unit while the current organization and resources 
summary portion are given to the resources unit. 
2-4. Instructions for Completing the Incident Briefing (ICS Form 201).  The following steps should be followed to 
complete ICS Form 201: 

Item 
1. Incident Name - Print the name assigned to the incident. 
2. Date Prepared - Enter date prepared (month, day, year). 
3. Time Prepared - Enter time prepared (24-hour clock). 
4. Map Sketch - Show perimeter and control lines, resources assignments, incident facilities, and other special 
information on a sketch map or attached to the topographic or other appropriate map. 
5. Prepared By - Enter the name and position of the person completing the form. 
6. Summary of Current Actions - Enter the strategy and tactics used on the incident and note any specific problem 
areas. 
7. Current Organization - Enter on the organization chart the names of the individuals assigned to each position.  
Modify the chart as necessary. 
8. Resources Summary - Enter the following information about the resources allocated to the incident. Enter the 
number and type of resource ordered.  Resources Ordered - Enter the number and type of resource ordered.  Resource 
Identification -  Enter the agency three-letter designator, S/T, Kind/Type and resource designator.  ETA/On Scene - Enter 
the estimated arrival time and place the arrival time or a checkmark in the “on scene” column upon arrival.  
Location/Assignment - Enter the assigned location of the resource and/or the actual assignment. 

NOTE: Additional pages may be added to ICS Form 201 if needed.   
2-5. Availability.  This form is available in hard copy at cost from the National Interagency Fire Center, Great Basin 
Cache Supply Office, 3833 S. Development Ave., Boise, ID, 83705 or electronically from their Website 
http://www.nwcg.gov/pms/forms/icsforms.htm 
2-6. Usage Requirements.  This form is required to be used on ALL emergency services missions. 

Figure 2-1. ICS Map Symbols 
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Sample ICS Form 201 (Cont’d) 
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Sample ICS Form 201 (Cont’d) 
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Sample ICS Form 201 (Cont’d) 

 
 



CAPR 60-4 VOLUME I PART I (E)   10 MAY 2001 7 
 

 

INCIDENT ACTION PLAN (ICS FORMS 202-206) 

3-1. Purpose. An incident action plan documents the actions developed by the incident commander and command and 
general staffs during the planning meeting. When all attachments are included, the plan specifies the control objectives, 
tactics to meet the objectives, resources, organization, communications plan, medical plan, and other appropriate information 
for use in tactical operations.  The incident action plan should at least contain the following: 

a. Incident Objectives (ICS Form 202)  
b. Organization Assignment List (ICS Form 203)  
c. Incident Map (topographic section or sketch)  
d. Assignment List (ICS Form 204)  
e. Radio Communications Plan (ICS Form 205)  
f. Traffic Plan (internal and external to the incident)  
g. Medical Plan (ICS Form 206)  

3-2. Preparation. An incident action plan is completed following each formal planning meeting conducted by the incident 
commander and the command and general staff. The incident commander must approve the plan prior to distribution. 
3-3. Distribution. Sufficient copies of the incident action plan will be reproduced and given to all supervisory personnel at 
the section, branch, division/group, and unit leader levels.  
3-4. Incident Objectives (ICS Form 202) 

a. Purpose. The Incident Objectives Form (ICS Form 202) is the first page of an incident action plan. The incident 
objectives form describes the basic incident strategy, control objectives, and provides weather information and safety 
considerations for use during the next operational period. 

b. Preparation. This form is prepared by the planning section chief and then approved by the Incident commander 
prior to distribution. 

c. Distribution. The incident objectives form is duplicated and given to all recipients of the incident action plan. 
d. Instructions for Completing the Incident Objectives (ICS Form 202).  The following steps should be followed to 

complete the ICS Form 202: 
Item 
1. Incident Name - Print the name assigned to the incident. 
2. Date Prepared - Enter date prepared (month, day, year). 
3. Time Prepared - Enter time prepared (24-hour clock). 
4. Operational Period  - Enter the time interval for which the form applies. Record the start time and end time and 
include date(s). 
5. General Control Objectives (include alternatives) - Enter short, clear, and concise statements of the objectives for 
managing the incident including alternatives. The control objectives usually apply for the duration of the incident. 
6. Weather Forecast for Operational Period - Enter weather prediction information for the specified operational 
period. 
7. General/Safety Message - Enter information such as known safety hazards and specific precautions to be observed 
during this operational period. If available, a safety message should be referenced and attached. 
8. Attachments - The form is ready for distribution when appropriate attachments are completed and attached to the 
form. 
9. Prepared By - Enter the name and position of the person completing the form (usually the planning section chief). 
10. Approved By - Enter the name and position of the person approving the form (usually the incident commander). 
 

NOTE: ICS Form 202, Incident Objectives, serves only as a cover sheet and is not considered complete until attachments are 
included.  

e. Availability.  This form is available in hard copy at cost from the National Interagency Fire Center, Great Basin 
Cache Supply Office, 3833 S. Development Ave., Boise, ID, 83705 or electronically from their Website 
http://www.nwcg.gov/pms/forms/icsforms.htm. 

f. Usage Requirements.  This form is required to be used on emergency services missions greater than 24 hours in 
length or that have more than one operational period. 
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3-5. Organization Assignment List (ICS FORM 203). 
a. Purpose. The organization assignment list provides ICS personnel with information on the units that are currently 

activated and the names of personnel staffing each position/unit. It is used to complete the Incident Organization Chart (ICS 
Form 207) that is posted on the incident command post display. 

b. Preparation. The list is prepared and maintained by the resources unit under the direction of the planning section 
chief. 

c. Distribution. The organization assignment list is duplicated and attached to the incident objectives form and given 
to all recipients of the incident action plan. 

d. Instructions for Completing the Organization Assignment List (ICS Form 203).  An organization assignment 
list may be completed any time the number of personnel assigned to the incident increase or decrease or a change in 
assignment occurs.  The following steps should be followed to complete the ICS Form 203: 

Item 
1. Incident Name - Print the name assigned to the incident. 
2. Date Prepared - Enter date prepared (month, day, year). 
3. Time Prepared - Enter time prepared (24-hour clock).  Operational Period - Enter the time interval for which the 
assignment list applies. Record the start time and end time and include date(s). 
4-8. Enter the names of personnel staffing each of the listed positions. Use at least first initial and last name. For units 
indicate unit leader and for divisions/groups indicate division/group supervisor. Use an additional page if more than three 
branches are activated. 
9.  Prepared By - Enter the name of the member preparing the form. Attach the form to the Incident Objectives.  
e. Availability.  This form is available in hard copy at cost from the National Interagency Fire Center, Great Basin 

Cache Supply Office, 3833 S. Development Ave., Boise, ID, 83705 or electronically from their Website 
http://www.nwcg.gov/pms/forms/icsforms.htm. 

f. Usage Requirements.  This form is required to be used on emergency services missions greater than 24 hours in 
length or that have more than one operational period. 
3-6.  Assignment List (ICS FORM 204). 

a. Purpose. The assignment list(s) is used to inform operations section personnel of incident assignments. Once the 
incident commander and general staff agree to the assignments, the assignment information is given to the appropriate units 
and divisions via the communications center. 

b. Preparation. The assignment list is normally prepared by the resources unit using guidance by the Incident 
Objectives (ICS Form 202), Operational Planning Worksheet (ICS Form 215), and operations section chief. The planning 
section chief must approve this form.  When approved, it is attached to the ICS 202 as part of the incident action plan. 

c. Distribution. The assignment list is duplicated and attached to the incident objectives and given to all recipients of 
the incident action plan. In some cases, assignments may be communicated via radio. 

d. Instructions for Completing the Assignment List (ICS Form 204).  A separate sheet is used for each division or 
group. The identification letter of the division is entered in the form title. Also enter the number (roman numeral) assigned to 
the branch.  The following steps should be followed to complete the ICS Form 204: 

Item 
1. Incident Name - Print the name assigned to the incident. 
2. Date Prepared - Enter date prepared (month, day, year). 
3. Time Prepared - Enter time prepared (24-hour clock). 
4. Operational Period - Enter the time interval for which the form applies. Record the start and end time and include 
date(s). 
5.  Operations personnel enter the name of the operations chief, applicable branch director, and division supervisor. 
6. Resources Assigned/Strike Team/Task Force/Resource Designator - List resource designators, leader name, and 
total number of personnel for strike teams, task forces, or single resources assigned. 
7. Control Operations provide a statement of the tactical objectives to be achieved within the operational period. 
Include any special instructions for individual resources. 
8. Special Instructions - Enter statement calling attention to any safety problems or specific precautions to be 
exercised or other important information. 
9. Division Communication Summary - The communications unit provides this information on the form for 
command, division, tactical, support, and ground-to-air frequencies. 
10. Prepared By - Enter the name of the resources unit member completing the form. 
11. Approved By - Enter the name of the person approving the form (usually the planning section chief).
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e. Availability.  This form is available in hard copy at cost from the National Interagency Fire Center, Great Basin 
Cache Supply Office, 3833 S. Development Ave., Boise, ID, 83705 or electronically from their Website 
http://www.nwcg.gov/pms/forms/icsforms.htm. 

f. Usage Requirements.  This form is required to be used on emergency services missions greater than 24 hours in 
length or that have more than one operational period. 
3-7. Incident Radio Communications Plan (ICS FORM 205). 

a. Purpose. The incident radio communications plan provides information on all radio frequency assignments for each 
operational period in one location. The plan is a summary of information obtained from the Radio Requirement Worksheet 
(ICS Form 216) and the Radio Frequency Assignment Worksheet (ICS Form 217). Information from the radio 
communications plan on frequency assignments is normally placed on the appropriate Assignment List (ICS Form 204). 

b. Preparation. The incident radio communications plan is prepared by the communications unit leader and given to 
the planning section chief.  

c. Distribution. The incident radio communications plan is duplicated and given to all recipients of the incident 
objectives form including the incident communications center. Information from the plan is placed on assignment lists. 

d. Instructions for Completing the Incident Radio Communications Plan (ICS Form 205). The following steps 
should be followed to complete the ICS Form 205: 

Item 
1 Incident Name - Print the name assigned to the incident. 
2. Date/Time Prepared - Enter date (month, day, year) and time prepared (24-hour clock). 
3. Operational Period Date/Time - Enter the date and time interval for which the radio communications plan applies. 
Record the start time and end time and include date(s). 
4. Basic Radio Channel Utilization System/Cache - Enter the radio cache system(s) assigned and used on the 
incident (e.g., Boise Cache, FIREMARS, Region 5 Emergency Cache, etc.).  Channel Number - Enter the radio channel 
numbers assigned. Function - Enter the function each channel number is assigned (i.e., command, support, division 
tactical, and ground-to-air). Frequency - Enter the radio frequency tone number assigned to each specified function (e.g., 
153.400).  Assignment - Enter the ICS organization assigned to each of the designated frequencies (e.g., Branch I, 
Division A).  Remarks - This section should include narrative information regarding special situations. 
5. Prepared By - Enter the name of the communications unit leader preparing the form. 
e. Availability.  This form is available in hard copy at cost from the National Interagency Fire Center, Great Basin 

Cache Supply Office, 3833 S. Development Ave., Boise, ID, 83705 or electronically from their Website 
http://www.nwcg.gov/pms/forms/icsforms.htm. 

f. Usage Requirements.  This form is required to be used on emergency services missions greater than 24 hours in 
length or that have more than one operational period. 
3-8. Medical Plan (ICS FORM 206). 

a. Purpose. The medical plan provides information on incident medical aid stations, transportation services, hospitals, 
and medical emergency procedures. 

b. Preparation. The medical plan is prepared by the medical unit leader and reviewed by the safety officer. 
c. Distribution. The medical plan may be an attachment to the incident objectives, or information from the plan 

pertaining to incident medical aid stations and medical emergency procedures may be taken from the plan and placed on 
assignment lists. 

d. Instructions for Completing the Medical Plan (ICS Form 206).  The following steps should be followed to 
complete the ICS Form 206: 

Item 
1. Incident Name - Print the name assigned to the incident. 
2. Date Prepared - Enter date prepared (month, day, year). 
3. Time Prepared - Enter time prepared (24-hour clock). 
4. Operational Period Date/Time - Record the date and time of the operational period for which this plan is in effect. 
5. Incident Medical Aid Stations - Enter name and location of incident medical aid stations (e.g., Cajon Staging 
Area, Cajon Camp Ground) and indicate with a √ if paramedics are located at the site. 
6. Transportation
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a. Ambulance Services - List name and address of ambulance services (e.g., Shaeffer, 4358 Brown Parkway, 
Corona). Provide phone number and indicate if the ambulance company has paramedics. 
b. Incident Ambulances - Name of organization providing ambulances and the incident location. Also indicate if 
paramedics are aboard. 

7. Hospitals - List hospitals that could serve this incident. Incident name, address, the travel time by air and ground 
from the incident to the hospital, phone number, and indicate with a √ if the hospital is a burn center and has a helipad. 
8. Medical Emergency Procedures - Note any special emergency instructions for use by incident personnel. 
9. Prepared By - Enter the name of the medical unit leader preparing the form. 
9. Reviewed By - Obtain the name of the safety officer who must review the plan. 

 
e. Availability.  This form is available in hard copy at cost from the National Interagency Fire Center, Great Basin 

Cache Supply Office, 3833 S. Development Ave., Boise, ID, 83705 or electronically from their Website 
http://www.nwcg.gov/pms/forms/icsforms.htm. 

f. Usage Requirements.  This form is required to be used on emergency services missions greater than 24 hours in 
length or that have more than one operational period. 
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Sample ICS Form 202 
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Sample ICS 203 
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Sample ICS Form 204 
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Sample ICS Form 205 
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Sample ICS Form 206 
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INCIDENT ORGANIZATION CHART (ICS FORM 207) 

4-1. Purpose. The incident organization chart is used to indicate what ICS organizational elements are currently activated 
and the names of personnel staffing each element. The attached chart is an example of the kind of organizational chart used in 
the ICS. Personnel responsible for managing organizational positions would be listed in each box as appropriate. 
4-2. Preparation. The organization chart is prepared by the resources unit and posted along with other displays at the 
incident command post. A chart is completed for each operational period and updated when organizational changes occur. 
4-3. Distribution. When completed, the chart is posted on the display board located at the incident command post (wall 
size chart). The ICS Form 207 WS is a large chart that is primarily used to post on the command post display board for better 
visibility. 
4-4. Availability.  This form is available in hard copy at cost from the National Interagency Fire Center, Great Basin Cache 
Supply Office, 3833 S. Development Ave., Boise, ID, 83705 or electronically from their Website 
http://www.nwcg.gov/pms/forms/icsforms.htm. 
4-5. Usage Requirements.  This form is required to be used on emergency services missions greater than 24 hours in 
length or that have more than one operational period. 
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Sample ICS Form 207 
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INCIDENT STATUS SUMMARY (ICS FORM 209) 

5-1. Purpose. The incident status summary serves the following purposes: 
a. It is used by situation unit personnel for posting information on incident command post displays. 
b. When duplicated and provided to command staff members, it provides them with basic information for use in 

planning for the next operational period. 
c. It provides basic information to the information officer for preparation of media releases. 
d. It provides incident information to agency dispatch and off-incident coordination centers. 

5-2. Preparation. The situation unit prepares the incident status summary. Resource information should be obtained from 
the resources unit. It is scheduled for presentation to the planning section chief and other general staff members prior to each 
planning meeting and may be required at more frequent intervals by the intervals by the incident commander or planning 
section chief. 
5-3. Distribution. When completed, the form is duplicated and copies are distributed to the incident commander and staff, 
and all section chiefs, planning section unit leaders, and agency dispatch centers. It is also posted on the display board located 
at the incident command post.  Completion of the incident status summary will be as specified by agency or municipality. 
Report by telephone, Teletype, computer, or facsimile to the local agency or municipality headquarters by 2100 daily on 
incidents as required by agency or municipality (reports are normally required on life-threatening situations, real property 
threatened or destroyed, high resource damage potential, and complex incidents that could have political ramifications). 
Normally wild land agencies require a report on all Class D (100 acres plus) and larger incidents (unless primarily grass type 
in which case report Class E, 300 acres or larger). The summary will cover the period from the start of the incident to 2100 
the first day of the incident, if at least four hours have elapsed; thereafter, the summary will cover the 24-hour period ending 
at 1900 (this reporting time will enable compilation of reporting data and submission of report to local agency or 
municipality headquarters by 2100) daily until incident is under control. Wild land fire agencies will send the summary to the 
National Interagency Fire Center by 2400 Mountain Time. 
5-4. Instructions for Completing the Incident Status Summary (ICS Form 209). 

Accurate and timely completion of the incident status summary is a critical factor in the allocation of available resources 
during multiple fire situations. The information included on the form often determines the priority of a given fire, and 
thus its share of the resources available. In order to ensure that the information is the most complete possible, please 
follow the guidelines below when completing/reviewing the specific items on the form prior to transmittal. 
Completion of the incident status summary will be as specified by agency (in the geographic area’s mobilization guide) 
or municipality. Reports are generally required for incidents where life and/or real property is threatened or destroyed, on 
incidents with high resource damage potential, and complex incidents that could have political ramifications. Wild land 
agencies normally require reports on all fire incidents that are 100+ acres in timber or 300+acres in grass/shrubs. The 
first summary will cover the period from the start of the incident to 2100 hrs on the first day, if at least four hours have 
elapsed; thereafter the summary will cover the 24-hour period ending at 1900 hours. Reports will be filed on a daily basis 
until the incident is declared controlled. 
Date/Time - Enter the date and time of this report. If it is an update, check to make sure that the date and time have been 
changed. 
Initial/Update/Final - There is only ONE initial report and ONE final report. Everything else is an update. Updates 
should be submitted at least once a day until the fire is declared controlled. The final report is submitted only after the 
fire is declared controlled. 
Incident Number - Enter the number that has been assigned by the jurisdictional agency. This should start with the 2-
letter state identifier, followed by the unit identifier and the fire/incident number (e.g., NV-NNS-N920464, NV-ELD-
Y042, or NV-HTF-P44681). 
Incident Name - Once a name has been assigned, it should not be changed if at all possible. However, if a name change 
does occur, be sure to make a note of it in the block for remarks. If the report is for a complex, put the name of the 
complex here and list the individual fires and acreages under remarks. 
Incident Type - Wildfire, Wild Land Fire Use, Prescribed Fire, Hazardous Materials or Fuel Spill, Hurricane, Tornado, 
Flood, Earthquake, etc. 
Started (Date/Time) - Enter the date (including year) and time at which the incident began. 
Cause - For fire incidents, enter the specific cause (e.g., human, lightning, or under investigation). Leave blank for other 
incident types. 
Incident Commander - Use the first initial, followed by the last name. 
IMT Type - Enter the type of incident management team assigned (1, 2, or 3), if applicable. 
State/Unit - Enter the 2-letter identifier for the state, followed by the identifier of the agency unit or municipality that has 
administrative jurisdiction over the land on which the incident is located; i.e., city, county, state, National 



CAPR 60-4 VOLUME I PART I (E)   10 MAY 2001 19 
 

 

Park, National Forest, etc. If the incident is being managed/suppressed by another entity, note this information in the 
remarks. 
County - Enter the county/counties in which the incident is occurring. 
Latitude and Longitude - Enter the latitude and longitude where the incident started. 
Short Location Descrip. - Give a general location (compass direction and number of miles) in reference to the nearest 
town. 
Size/Area Involved - Enter the acreage for fire incidents or descriptive size (e.g., square miles) for other incidents. If a 
fire incident has more than one jurisdiction, show the total acreage here and break out the different agencies' acreages in 
the remarks block. 
% Contained or MMA - For wildfire incidents, enter the % of the incident that is contained. For Wild Land Fire Use 
and/or Prescribed Fire, enter the maximum manageable area (MMA) as an acreage value, polygon area, or radius in 
miles from a given point. 
Expected Containment - For fire incidents, enter the date and time at which full containment is expected. 
Line to Build - For fire incidents, enter the number of chains of line still to be completed. 
Costs to Date - Enter the total incident costs to date (dollar value). 
Declared Controlled - Enter the date and time at which the incident was declared controlled. Once this block has been 
filled, the report is considered to be “final” - remember to check the appropriate box at the top of the report. 
Injuries Today - Report only serious injuries for this reporting period. The nature of the injuries must be explained under 
remarks. 
Fatalities - Enter the total number of fatalities for the duration of the incident. Be very sensitive about exactly what kind 
of information is included (never include names!). 
Threat to Human Life/Safety - Check the line that most accurately describes the current level of threat to human life 
and/or safety. 
Structure Information - Enter the number of structures threatened and/or destroyed by type. If additional descriptions are 
needed, use the remarks section. Make sure the information is current - don't include past or future threats. The 
information should be updated daily as threats change, increase, or decrease. 
Fuels Involved - For fire incidents, list the predominant and/or carrier fuels involved (by common name). 
Resources Threatened - Include significant threats to timber, wildlife, habitat, watershed, or other valuable resources. 
Current Weather Conditions - For fire incidents, enter the maximum (e.g., 1300 hr.) readings for wind speed, wind 
direction, temperature, and relative humidity for the current day. For non-fire incidents in which other weather 
conditions are a factor, use the remarks section to describe the conditions. 
Resource Benefits/Objectives - For Wild Land Fire Use and Prescribed Fire incidents, describe the resource objectives 
and benefits to be derived from the project. 
Today’s Observed Fire Behavior - For fire incidents, describe the fire behavior observed during the period being reported 
(i.e., moderate, extreme, and advanced to describe fire behavior in general terms, or terms such as torching, creeping, 
crowning, etc.). 
Significant Events Today - Describe significant events occurring during the period being reported (i.e., closures, 
evacuations, progress made, distribution center accomplishments, etc.). 
Committed Resources - Enter the number of resources committed by agency and kind of resource under the appropriate 
column single resource (SR) or strike team (ST). This section is used mainly to track federal, state, and private resources. 
If there are several different county, volunteer fire department, or city resources committed, group them together under 
“Other” and then list the individual entities in the Cooperating Agencies section. Make sure that the total number of 
personnel correlates with the number of people per crew, engine, helicopter (module and pilot(s)), etc. 
Cooperating Agencies - Do not repeat agencies listed in the Committed Resources section. This section is for local 
cooperators and will generally include entities such as the Red Cross, Salvation Army, local law enforcement, etc. 
Prepared By - Normally, this will be the situation unit leader or planning section chief at the incident, but may be a 
dispatcher in the local dispatch center. 
Approved By - Normally, this will be the planning section chief or incident commander at the incident, but may be the 
local dispatch center manager, fire management officer, or agency manager. 
Estimated Control - For fire incidents, give the date and time at which control is expected. For non-fire incidents, enter 
the date at which incident support is expected to be completed. 
Projected Final Size - Enter an estimate of the total area that is expected to be involved/affected over the course of the 
incident. 
Estimated Final Cost - Enter an estimate of the total costs for the incident, once all bills will have been processed (dollar 
value). 
Tomorrow’s Forecasted Weather - For fire incidents, enter the forecasted afternoon wind speed, wind direction, 
temperature, and relative humidity. Highlight significant forecasted weather events such as dry lightning, frontal 
passages, inversions, and gusty/erratic winds under remarks. For non-fire incidents in which other weather conditions are 
a factor, use the remarks section to describe the conditions.
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Critical Resource Needs - List the kinds and numbers of resources needed, in order of priority. 
Actions Planned - Provide a short summary of actions planned for the next operational period. 
Projected Incident - Provide an estimate of the direction in which the incident is expected to spread during the next 
operational period (when applicable). Also include an estimate of the acreage that will likely be affected. 
Major Problems and Concerns - For fire incidents, describe control problems (such as heavy fuels, steep terrain, difficult 
access, adverse weather conditions (high winds, low humidity), erratic/extreme fire behavior), safety concerns, etc. For 
all incidents, include social/political/economic concerns or impacts, and relate critical resource needs to the planned 
actions. If the fire is controlled, this block should be blank. 
For fire incidents - Describe the fire’s resistance to control in terms of growth potential and difficulty of terrain. 
How likely is it - Give a short assessment of the likelihood of meeting the containment/control targets, given the current 
resources and suppression strategy (e.g., very likely). If containment is unlikely, explain why and/or adjust the 
containment/control targets accordingly. 
Projected Demobe Start - Enter the date and time at which significant demobilization is expected to begin. 
Remarks - Use this block to expand on information as outlined above, or to include other pertinent information not 
previously addressed. 

5-5. Availability.  This form is available in hard copy at cost from the National Interagency Fire Center, Great Basin Cache 
Supply Office, 3833 S. Development Ave., Boise, ID, 83705 or electronically from their Website 
http://www.nwcg.gov/pms/forms/icsforms.htm. 
5-6 Usage Requirements.  This form will be used if required by the lead or supported agency.  For missions utilizing only 
CAP assets and resources, in-house electronic tools and media are encouraged to support appropriate reporting requirements. 
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Sample ICS Form 209 (Cont’d) 
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STATUS CHANGE CARD (ICS FORM 210) 

6-1. Purpose. The status change card is used by the incident communications center manager to record status change 
information received on resources assigned to the incident. 
6-2. Preparation. Radio/telephone operators who receive status change information from individual resources, task forces, 
strike teams, and division/group supervisors complete the form. Staging area and helibase managers and fixed-wing facilities 
could also report status information. 
6-3. Distribution. The status change card is a two-part form. The original copy is given to the resources unit, and the 
second (pink) copy is retained by the communications unit. 
6-4. Instructions for Completing the Status Change Card (ICS Form 210).   

Designator Name/ID No. - Enter the appropriate designator for the kind of resource.  

Status - Determine the current status of the resource. If out-of-service status is checked, enter the time when the resource 
will return to service (ETR). 

From/Location/To - Place a checkmark in the FROM column indicating the current location of the resource (where it 
came from). Also place a check in the TO column indicating the assigned location of the resource. When more than one 
division, staging area, or camp is used, identify the specific location (e.g., Division A, Redfern Staging Area, Camp 
Hood). 

Message - Enter any special information provided by the resource or dispatch center such as individual designators of 
strike teams and task forces. 

Time  -Enter the time of the status change (24-hour clock). 

Resources Process - Resources unit personnel check this box after the Unit has transferred the information to a Resource 
Status Card (ICS Form 219). 

 
6-5. Availability.  This form is available in hard copy at cost from the National Interagency Fire Center, Great Basin Cache 
Supply Office, 3833 S. Development Ave., Boise, ID, 83705 or electronically from their Website 
http://www.nwcg.gov/pms/forms/icsforms.htm. 
6-6. Usage Requirements.  This form will be used if required by the lead or supported agency.  For missions utilizing only 
CAP assets and resources, in-house electronic tools and media are encouraged to support appropriate status monitoring. 



24 CAPR 60-4 VOLUME I PART I (E)   10 MAY 2001 
 

Sample ICS Form 210 
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CHECK-IN LIST (ICS FORM 211) 

7-1. Purpose. Personnel and equipment arriving at the incident can check-in at various incident locations. Check-in 
consists of reporting specific information that is recorded on the check-in list. The check-in list serves several purposes: 

a. Used for recording arrival times at the incident of all overhead personnel and equipment. 
b. Used for recording the initial location of personnel and equipment and thus a subsequent assignment can be made. 
c. Used to support demobilization by recording the home base, method of travel, etc., on all check-ins. 

7-2. Preparation. The check-in list is initiated at a number of incident locations including: 
a. Staging areas, base, camps, helibases, and incident command post (ICP). Managers at these locations record the 

information and give it to the resources unit as soon as possible. 
b. Incident communications center manager located in the communications center  record the information and also give 

it to the resources unit as soon as possible. 
c. A recorder at the resources unit will do check-in at the ICP. 

7-3. Distribution. Check-in lists, which are completed by personnel at the various check-in locations, are provided to both 
the resources unit and the finance section. The resources unit maintains a master list of all equipment and personnel that have 
reported to the incident. 
7-4. Instructions for Completing the Check-in List (ICS Form 211).  Incident dispatchers, upon receipt of a check-in 
message by radio, record the information on the Check-in List (ICS Form 211) and then give the information to the resources 
unit.  Resources unit recorders, upon receipt of information on an in-person check-in, record the information directly onto the 
check-in list form. 

Item 
1. Incident Name - Print the name assigned to the incident. 
2. Check-in Location - Place a check mark in the appropriate box indicating where the resource or person checked in 
at the incident. 
3. Date/Time Prepared - Enter date (month, day, year) and time prepared (24-hour clock). 
4. List Personnel (Overhead) by Agency & Name - Use this section to list agency three-letter designator and 
individual names for all overhead (supervisory) personnel.  When listing equipment, use three-letter designator, indicate 
if resource is a single resource, task force or strike team; enter kind or resource (letter for single resources, number 1-3 
for strike team); enter type of resource (1-4), and designated identification number. 
5. Order/Request Number - Order number will be assigned by agency dispatching the resources or personnel to the 
incident. 
6. Date/Time Check-In – Self-explanatory. 
7. Leader’s Name – Self-explanatory. 
8. Total Number Personnel - Enter total number of personnel in strike teams, task forces or manning single 
resources. Include leaders. 
9. Manifest - Indicate if a manifest was prepared. 
10. Crew Weight or Individual’s Weight – Self-explanatory. 
11. Home Base - Location at which the resource/individual is normally assigned. (May not be departure location.) 
12  Departure Point  - Location from which resource/individual departed for this incident. 
13. Method of Travel - Means of travel to incident (bus, truck, engine, personal vehicle, etc.). 
14. Incident Assignment - Assignment at time of dispatch. 
15. Other Qualifications - List any other ICS position the individual has been trained to fill. 
16. Sent to - Enter initials and time that the information pertaining to that entry was sent to the resources unit. 
17. Page - Indicate page number and number of pages being used for check-in at this location.  
18. Prepared By - Enter name of check-in recorder. 

7-5. Availability.  This form is available in hard copy at cost from the National Interagency Fire Center, Great Basin Cache 
Supply Office, 3833 S. Development Ave., Boise, ID, 83705 or electronically from their Website 
http://www.nwcg.gov/pms/forms/icsforms.htm. 
7-6. Usage Requirements.  This form will be used if required by the lead or supported agency.  For missions utilizing only 
CAP assets and resources, in-house electronic tools and media are encouraged to support appropriate electronic check-in of 
resources. 
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Sample ICS Form 211 
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GENERAL MESSAGE (ICS FORM 213) 

Note: The general message form in use within the ICS is a three-part form, or will need to be copied appropriately. 

8-1 Purpose. The general message form is used by: 
a. Incident dispatchers to record incoming messages that cannot be orally transmitted to the intended recipients. 
b. Command post and other incident personnel to transmit messages to the incident 
c. Communications center for transmission via radio or telephone to the addressee. 
d. Incident personnel to send any message or notification to incident personnel that require hard-copy delivery. 

8-2. Initiation of Form. Incident dispatchers and any other personnel on an incident may initiate the general message 
form. 
8-3. Distribution. Upon completion, the general message may be: 

a. Hand carried to the addressee. 
b. Hand carried to the incident communication center for transmission. 

8-4. Instructions for Completing General Message (ICS Form 209). 
Item 
To Indicate unit/person the general message is intended for. Be specific. 
Office Indicate the location where the unit/person is located, e.g., ground support unit leader, Simpson Camp, 

communications, etc. 
From  Indicate appropriate designation and location of sender. 
Subject Fill in if applicable. 
Date List the date and time. 
Message Briefly complete. Think through your message before writing it down.  Try to be as concise as possible. 
Reply  This section is intended to be used by the unit/person who receives the message to reply to your message. 
Date Record the date and time of reply. 
Signature Record signature and title of person replying. 

 
*White Copy/Pink Copy Both copies are sent by person who initiates the message. 
*Yellow Copy  Retained by the person who initiates the message. 
*Pink Copy May be returned to the person who initiates the message. 
 
*Note: Carbonless 3 part general message forms are available from the US government printing office – if not available, 
personnel should make a carbon of the message or photocopy the message as appropriate. 

 
8-5. Availability.  This form is available in hard copy at cost from the National Interagency Fire Center, Great Basin Cache 
Supply Office, 3833 S. Development Ave., Boise, ID, 83705 or electronically from their Website 
http://www.nwcg.gov/pms/forms/icsforms.htm. 
8-6. Usage Requirements.  This form will be used if required by the lead or supported agency.  For missions utilizing only 
CAP assets and resources, in-house electronic tools and media are encouraged to support appropriate message transfer. 
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Sample ICS Form 213 
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UNIT LOG (ICS FORM 214) 

9-1. Purpose. The unit log is used to record details of unit activity including strike team activity.  The file of these logs 
provides a basic reference from which to extract information for inclusion in any after-action report. 
9-2. Initiation of Log. A unit log is initiated and maintained by command staff members, division/group supervisors, air 
operations groups, strike team/task force leaders, and unit leaders. Completed logs are forwarded to supervisors who provide 
to the documentation unit. 
9-3. Distribution. The documentation unit maintains a file of all unit logs. It is necessary that one copy of each log be 
submitted to the documentation unit. 
9-4. Instructions for Completing the Unit Log (ICS Form 214). 

Item 
1. Incident Name - Print the name assigned to the incident. 
2. Date Prepared - Enter date prepared (month, day, year). 
3. Time Prepared - Enter time prepared (24-hour clock). 
4. Unit Name - Enter the title of the organizational unit or resource designator (e.g., facilities unit, safety officer, 

strike team). 
5. Unit Leader - Enter the name of the individual in charge of the unit. 
6. Operational Period - Enter the time span covered by the log (e.g., 1800 Oct. 12 to 0600 Oct. 13). 
7. Personnel Roster - List the name, position, and home base of each member assigned to the unit during the 

operational period. 
8. Activity Log - Enter the time and briefly describe each significant occurrence or event (e.g., task assignments, 

task completions, injuries, difficulties encountered, etc.). 
9. Prepared By - Enter the name and title of the person approving the log.  Provide log to immediate supervisor at the 

end of each operational period. 
9-5. Availability.  This form is available in hard copy at cost from the National Interagency Fire Center, Great Basin Cache 
Supply Office, 3833 S. Development Ave., Boise, ID, 83705 or electronically from their Website 
http://www.nwcg.gov/pms/forms/icsforms.htm. 
9-6. Usage Requirements.  This form will be used if required by the lead or supported agency.  For missions utilizing only 
CAP assets and resources, in-house electronic tools and media are encouraged to support appropriate documentation of unit 
activities. 
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Sample ICS Form 214 
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Sample ICS Form 214 (Cont’d) 
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OPERATIONAL PLANNING WORKSHEET (ICS FORM 215) 

10-1. Purpose. The purpose of the operational planning worksheet is to communicate the decisions made during the 
planning meeting concerning resource assignments to the resources unit. The worksheet is used by the resources unit to 
complete assignment lists and by the logistics section chief for ordering resources for the incident. 
10-2. Initiation of Form. The incident commander and general staff at each planning meeting initiate the operational 
planning worksheet. It is recommended that the format be drawn on the chalkboard, and when decisions are reached, the 
information is recorded on the operational planning worksheet. 
10-3. Distribution. When the division work assignments and accompanying resource allocations are agreed to, the form is 
distributed to the resources unit to assist in the preparation of the assignment lists. The planning section will use a copy of 
this worksheet for preparing requests for resources required for the next operational period. 
10-4. Instructions for Completing the Operational Planning Worksheet (ICS Form 215). 

Item 
1. Incident Name - Print the name assigned to the incident. 
2.  Date/Time Prepared - Enter date (month, day, year) and time prepared (24-hour clock). 
3.  Operational Period - Enter the time interval for which the information applies.  Record the start time and end time 

and date(s). 
4.  Division or Other Location - Enter the division letter or location of the work assignment for the resources. 
5. Work Assignments - Enter the specific work assignments given to each of the divisions. 
6.  Resource - Complete resource headings, both for kind and type appropriate for the incident. Enter, for the 

appropriate resources, the number of resources by type (engines, crew, etc.) required “REQ”, and the number of 
resources available “HAVE” to perform the work assignment. Then record the number of resources needed 
“NEED” by subtracting the number in the “HAVE” row from the number in the “REQ” row. 

7. Reporting Location - Enter the specific location the “needed” resources are to report for the work assignment 
(staging area, location on the fire line, etc.). 

8. Requested Arrival Time - Enter time resources are requested to arrive at the reporting location. 
9. Total Resources Required, On Hand, Ordered - Enter the total number of resources by type (engines, crews, 

dozers, etc.) required, on hand, and ordered. 
10. Prepared By - Record the name and position of the person completing the form. 

 
10-5. Availability.  This form is available in hard copy at cost from the National Interagency Fire Center, Great Basin Cache 
Supply Office, 3833 S. Development Ave., Boise, ID, 83705 or electronically from their Website 
http://www.nwcg.gov/pms/forms/icsforms.htm. 
10-6. Usage Requirements.  This form will be used if required by the lead or supported agency.  For missions utilizing only 
CAP assets and resources, in-house electronic tools and media are encouraged to support appropriate implementation of plans 
by the operations section. 
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Sample ICS Form 215 
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RADIO REQUIREMENTS WORKSHEET (ICS FORM 216) 

11-1. Purpose. The radio requirements worksheet is used to develop the total number of personal portable radios required 
for each division/group and branch. It provides a listing of all units assigned to each division, and thus depicts the total 
incident radio needs. 
11-2. Initiation of Form. The worksheet is prepared by the communications unit for each operational period and can only 
be completed after specific resource assignments are made and designated on assignment lists. This worksheet need not be 
used if the communications unit leader can easily obtain the information directly from assignment lists. 
11-3. Distribution. The worksheet is for internal use by the communications unit and therefore there is no distribution of the 
form. 
11-4. Instructions for Completing the Radio Requirements Worksheet (ICS Form 216). 

Item 
1. Incident Name - Print the name assigned to the incident. 
2. Date - Enter date (month, day, year) prepared. 
3. Time Prepared - Enter time prepared (24-hour clock). 
4. Branch - Enter the branch number (I, II, etc.) for which radio requirements are being prepared. 
5. Agency - Enter the three-letter designator (i.e., CAP) of the agency staffing the branch director position.. 
6. Operational Period - Enter the time interval for which the assignment applies.  Record the start date/time and end 

date/time. 
7. Tactical Frequency - Enter the radio frequency to be used by the branch director to communicate with each 

division/group supervisor in the branch. 
8. Division/Group - Enter for each division/group in the branch the division/group identifier (A, B, etc.) and the 

agency assigned (i.e., CAP). 
9. Agency/ID No./Radio Requirements - List all units assigned to each division/group. Record the agency 

designator, unit or resource identification, and total number of radios needed for each unit or resource. 
10. Prepared By - Enter the name and position of the person completing the worksheet. 

 
11-5. Availability.  This form is available in hard copy at cost from the National Interagency Fire Center, Great Basin Cache 
Supply Office, 3833 S. Development Ave., Boise, ID, 83705 or electronically from their Website 
http://www.nwcg.gov/pms/forms/icsforms.htm. 
11-6. Usage Requirements.  This form will be used if required by the lead or supported agency.  For missions utilizing only 
CAP assets and resources, in-house electronic tools and media are encouraged to support appropriate determination of 
communications requirements. 
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Sample ICS Form 216 
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RADIO FREQUENCY ASSIGNMENT WORKSHEET (ICS FORM 217) 

12-1. Purpose. The radio frequency assignment worksheet is used by the communications unit leader to assist in 
determining frequency allocations. 
12-2. Preparation. Cache radio frequencies available to the incident are listed on the form. Major agency frequencies 
assigned to the incident should be added to the bottom of the worksheet. 
12-3. Distribution. The worksheet, prepared by the communications unit, is for internal use. 
12-4. Instructions for Completing the Radio Frequency Assignment Worksheet (ICS Form 217). 

Item 
1. Incident Name - Print the name assigned to the incident. 
2. Date - Enter date (month, day, year) prepared. 
3. Operational Period - Enter the time interval for which the assignment applies.  Record the start date/time and end 

date/time. 
4. Incident Organization - List frequencies allocated for each channel for each organizational element activated, 

record the number of radios required to perform the designated function on the specified frequency. 
5. Radio Data - For each radio cache and frequency assigned, record the associated function. Functional assignments 

are:  
Command 
Support 
Division tactical 
Ground-to-air 

6. Agency - List the frequencies for each major agency assigned to the incident. Also list the function and channel 
number assigned. 

7. Total Radios Required - Total each column. This provides the number of radios required by each organizational 
unit. Also total each row, which provides the number of radios using each available frequency. 

8. Prepared By - Enter the name and position of the person completing the worksheet. 
 
12-5. Availability.  This form is available in hard copy at cost from the National Interagency Fire Center, Great Basin Cache 
Supply Office, 3833 S. Development Ave., Boise, ID, 83705 or electronically from their Website 
http://www.nwcg.gov/pms/forms/icsforms.htm. 
12-6. Usage Requirements.  This form will be used if required by the lead or supported agency.  For missions utilizing only 
CAP assets and resources, in-house electronic tools and media are encouraged to support appropriate assignment of radio 
frequencies. 
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Sample ICS Form 217 
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SUPPORT VEHICLE INVENTORY (ICS FORM 218) 

13-1. Purpose. The support vehicle inventory form provides an inventory of all transportation and support vehicles assigned 
to the incident. The information is used by the ground support unit to maintain a record of the types and locations of vehicles 
on the incident. The resources unit uses the information to initiate and maintain status/resources information on these 
resources. 
13-2. Preparation. Ground support unit personnel prepare the form at intervals specified by the ground support unit leader. 
13-3. Distribution. Initial inventory information recorded on the form should be given to the resources unit. Subsequent 
changes to the status or location of transportation and support vehicles should be provided to the resources unit immediately. 
13-4. Instructions for Completing the Support Vehicle Inventory (ICS Form 218)*. 

Item 
1. Incident Name - Print the name assigned to the incident. 
2. Date Prepared - Enter date (month, day, year) prepared. 
3. Time Prepared - Enter time prepared (24-hour clock). 
4. Vehicle Information - Record the following vehicle information:  

Type - Specific vehicle type (e.g., bus, stake side, etc.).   
Make - Vehicle manufacturer name (e.g., GMC, International).   
Capacity/Size - Vehicle capacity/size, (e.g., 30-person bus, 3/4-ton truck).   
Owner - Owner of vehicle (agency or private owner).   
ID Number - Serial or other identification number.   
Location - Location of vehicle.   
Release Time - Time vehicle is released from the incident. 

5. Prepared By - Enter the name of the person completing the form. 
 
* NOTES: 
1. The ground support unit leader may prefer to use separate sheets for each type of support vehicle (e.g., buses, pickups, 
and food tenders). 
2. More than one line may be used to record information on each vehicle. If this is done, separate individual vehicle 
entries with a heavy line. 
3. Several pages may be used. When this occurs, number the pages consecutively (in the page number box at bottom of 
the form). 

13-5. Availability.  This form is available in hard copy at cost from the National Interagency Fire Center, Great Basin Cache 
Supply Office, 3833 S. Development Ave., Boise, ID, 83705 or electronically from their Website 
http://www.nwcg.gov/pms/forms/icsforms.htm. 
13-6. Usage Requirements.  This form will be used if required by the lead or supported agency.  For missions utilizing only 
CAP assets and resources, in-house electronic tools and media are encouraged to support appropriate vehicle tracking. 
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Sample ICS Form 218 
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RESOURCE STATUS CARD (ICS FORM 219) 

14-1. Purpose. Resource status cards are used by the resources unit to record status and location information on resources, 
transportation, and support vehicles and personnel. The resource status cards provide a visual display of the status and 
location of resources assigned to the incident. 
14-2. Format. There are ten different status cards (see below). Each card is a different color and used for a different 
purpose. The format and content of information on each card will vary depending upon the use of the card. 

219-1: Labels - Gray (used only as label cards in racks) 
219-2: Handcrews - Green 
219-3: Engines - Rose 
219-4: Helicopter - Blue 
219-5: Personnel - White 
219-6: Aircraft - Orange 
219-7: Dozers - Yellow 
219-8: Task Forces & Miscellaneous Equipment – Tan 
219-9: Accountable Property Assignment Record – White with Red print 
219-9A: Accountable Property Transfer – White with Red print 

14-3. Preparation. Information to be placed on the cards may be obtained from several sources including but not limited to: 
a. ICS Briefing (ICS Form 201) 
b. Check-In List (ICS Form 211) 
c. Status Change Card (ICS Form 210) 
d. Agency supplied information 

Detailed information on preparing status cards is found in Resources Unit Position Manual (ICS 221-3) 
14-4. Distribution. The cards are displayed in resource status racks where they can be easily retrieved. The resources unit 
will retain cards until demobilization. At demobilization all cards will be turned into the documentation unit. 
14-5. Instructions for Completing the Resource Status Card.  An example of each kind of card is shown in the following 
test. Instructions for filling in each block on the card are included where necessary and are not repeated on each example 
unless needed for clarification. 

a. ICS 219-1 LABEL CARD. The label cards (gray) are used to designate either locations or status in the card racks. 
The organization of the card racks will vary depending upon the type and size of incident. Resources unit personnel can print 
location data (e.g., BRANCH 1 DIVISION C, SUNSET BASE), and/or status information (e.g., AVAILABLE, EN ROUTE, 
OUT-OF-SERVICE, ETC.) on the tops of the cards with felt-tip pens. The label cards may then be placed into the racks at 
appropriate locations as determined by resources unit personnel. 

b. HANDCREWS—GREEN-COLORED CARD.  The handcrew card is depicted below. (Incident location data on 
the handcrew card is on the back of the card and not shown in the example.) 

ORDER/REQUEST NO. - Number assigned by dispatching agency. 
HOME BASE - Location at which handcrew is normally located. 
DEPARTURE POINT - Location from which handcrew left to reach this incident. 
CREW ID. NO./NAME (FOR STRIKE TEAMS) - List commonly used names or numbers to identify the crews which 

make up the strike team. 
NO. PERSONNEL - Total number of personnel (including leader) in crew or in strike team (as appropriate). 
MANIFEST - Was a manifest prepared for the crew/strike team? 
WEIGHT - Total weight (including equipment and personal belongings) of the crew/strike team. 
DESTINATION POINT - Next location to which crew/strike team is being sent from the incident. 

c. ICS 219-3 ENGINE—ROSE-COLORED CARD.  The engine card when used for strike teams will have the right 
tab blocked out. This provides an immediate indication to resources unit that the card represents a strike team. 

RESOURCE ID - Numbers; names for strike teams, list all individual engine numbers that make up the strike team. 
Engine company captains may be included as appropriate. For mixed agency strike teams, list the 3-letter ID. For each 
resource. 

INCIDENT LOCATION - Write in the location that the resource is assigned to on the incident (e.g., DIVISION A, 
SUNSET BASE, etc.). 

STATUS - Check appropriate line. If engine is O/S (out-of-service), give the ETR (estimated time of return) when 
known.
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NOTE: Provide any information that may be needed or useful (e.g., engine MRV 6183 carries a 120 channel 
synthesizer). 

d. ICS 219-4 HELICOPTER—BLUE-COLORED CARD. 
MANUFACTURER NAME/NO. - e.g., Bell 206 
INCIDENT LOCATION - Assigned location information on helicopters may be the same as other resources (e.g., 

Division A). However, location could also indicate a “general” working location (e.g., water-dropping in Branch 1; or crew 
transport - Wilson Staging Area). 

e. ICS 219-5 PERSONNEL—WHITE-COLORED CARD. 
TRANSPORTATION NEEDS - If an individual was picked up and brought to the incident, it is important to check what 

transportation is needed to return home. 
DATE/TIME ORDERED - Important to show the specific means by which personnel will depart the incident. Note that 

this may vary from the way the individual arrived. 
REMARKS (Include other qualifications) - Use this space to indicate ICS positions individuals may fill in addition to 

incident assignment (e.g., situation unit leader, demobilization unit leader, etc.). 

f. ICS 219-6 AIRCRAFT—ORANGE-COLORED CARD. 
INCIDENT LOCATION - Reflect the area of the incident to which the aircraft is primarily assigned (e.g., Branch 1). 

g. 219-7 DOZERS—YELLOW-COLORED CARD. 
RESOURCE ID. NUMBERS; NAMES - List dozer numbers and operator names for dozers in strike teams. Show 

contractor name as appropriate. 

h. ICS 219-8 MISCELLANEOUS EQUIPMENT/TASK FORCE —TAN-COLORED CARD. This card is used 
for a variety of miscellaneous equipment (e.g., buses, trucks, water tenders, etc.). The card is also used to show task forces. 
(Task forces may be several different kinds of resources assembled for a specific purpose.) When the card is used to indicate 
a task force, the left tab should be blacked out. Also, the specific resources making up the task force should be listed in the 
resource ID. No./Names section of the card. The cards of the resources making up the task force can be clipped together with 
the tan task force card or stored separately as desired. When a single resource is being used in a task force, a notation should 
be made on that resources’ card to include the task force number. 

i. ICS 219-9 – ACCOUNTABLE PROPERTY ASSIGNMENT RECORD – WHITE WITH RED PRINT.  This 
card is utilized by the incident logistics staff to track accountable property at a command post, staging area, base or camp.  As 
items are transferred in the field, the appropriate information is noted on the form so that there is a record of what unit 
currently is responsible for the property.  General and special maintenance requirements and notes for the specific piece of 
equipment are also noted on the form. 

j. ICS 219-9A – WHITE CARD WITH RED PRINT.  This card is used to track accountable property changing 
hands in the field.  This card should be attached to accountable equipment issued to field units that must be returned like 
electronic direction finding units, GPS units, handheld radios, etc.  If the item is transferred between units in the field, say at 
a shift change for crew rest, then the losing unit fills out the appropriate information on the unit receiving the item, tears off 
the card, and returns the torn off portion of the card to the logistics section so that the ICS 219-9 can be appropriately 
updated.  Items should not be transferred more than once in the field. 

14-6. Availability.  This form is available in hard copy at cost from the National Interagency Fire Center, Great Basin Cache 
Supply Office, 3833 S. Development Ave., Boise, ID, 83705 or electronically from their Website 
http://www.nwcg.gov/pms/forms/icsforms.htm. 
14-7. Usage Requirements.  This form will be used if required by the lead or supported agency.  For missions utilizing only 
CAP assets and resources, in-house electronic tools and media are encouraged to support appropriate status monitoring. 
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AIR OPERATIONS SUMMARY WORKSHEET (ICS FORM 220) 

15-1. Purpose. The air operations summary worksheet provides the air operations branch with the number, type, location, 
and specific assignments of helicopters and air tankers. 
15-2. Initiation of Form. The operations section chief or the air operations branch director completes the worksheet during 
each planning meeting. General air resources assignment information is obtained from the operational planning worksheet 
(ICS Form 215), which also is completed during each planning meeting. The air and fixed-wing support groups provide 
specific designators of the air resources assigned to the incident. 
15-3. Distribution. After the worksheet is completed by air operations personnel (except item 11), the form is given to the 
air support group supervisor and air tanker/fixed-wing coordinator personnel. These personnel complete the form by 
indicating the designators of the helicopters and air tankers assigned missions during the specified operational period. This 
information is provided to air operations personnel who, in turn, give the information to the resources unit. 
15-4. Instructions for Completing Air Operations Summary Worksheet (ICS Form 220). 

Item 
1. Incident Name - Print the name assigned to the incident. 
2. Operational Period - Enter the time interval for which the assignment applies. Record the start date/time and end 

date/time. 
3. Remarks - Enter special instructions or information, including safety notes, hazards, and priorities for air 

operations personnel. 
4. Medevac A/C – Enter the name of any medevac a/c available 
5. Total Flight Radius (TFR) – Enter the area of operations of aircraft utilized on this mission 
6. Personnel – Enter the name of key personnel involved 
7. Frequencies – Enter the frequency assignments as appropriate 
8. Fixed-Wing - Enter the number and type (1, 2, or 3) of air tankers allocated to the location/function. 
9. Helicopters - Enter the number and type of helicopters allocated to the location/function. – Special use aircraft like 

search aircraft are normally listed here as well 
10. Task / Mission / Assignment – Enter the function accomplished, instructions and/or name of aircraft 

accomplishing the function, the mission start time and the destination and departure locations. 
15-5. Availability.  This form is available in hard copy at cost from the National Interagency Fire Center, Great Basin Cache 
Supply Office, 3833 S. Development Ave., Boise, ID, 83705 or electronically from their Website 
http://www.nwcg.gov/pms/forms/icsforms.htm. 
15-6. Usage Requirements.  This form will be used if required by the lead or supported agency.  For missions utilizing only 
CAP assets and resources, in-house electronic tools and media are encouraged to support appropriate aircraft status 
monitoring. The air operations branch director must have ready access to data tracked on this form. 
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DEMOBILIZATION CHECKOUT (ICS FORM 221) 

16-1. Purpose. The demobilization checkout form provides the planning section information on resource releases from the 
incident to include destination, actual release time, and estimated time of arrival at destination. 
16-2. Initiation of the Form. The demobilization unit leader or the planning section initiates the form. Demobilization unit 
leader completes the top portion of the form after the resource supervisor has given written notification that the resource is 
excess to the needs of the incident. 
16-3. Distribution. The individual resource will have the unit initial the appropriate checked boxes in section 11 prior to 
release from the incident. After completion, the form is returned to the demobilization unit leader or the planning section. 
NOTE: Prior to actual demobilization, planning section (demobilization unit) should check with the command staff (liaison 
officer) to determine any agency needs related to demobilization and release; if any, add to line number 11. 
16-4. Instructions for Completing the Demobilization Checkout (ICS Form 221). 

Item 
1. Incident Name/No. - Print the name and/or number assigned to the incident. 
2. Date/Time - Enter date and time prepared. 
3. Demobilization Number - Enter agency request number, order number, or agency demobilization number if 

applicable. 
4. Unit/Personnel Released - Enter appropriate vehicle or strike team/task force ID.  Number(s) and leader’s name or 

individual overhead or staff personnel being released. 
5. Transportation Type/No. Method and vehicle ID. Number for transportation back to home unit. Enter N/A if own 

transportation is provided.  *Additional specific details should be included in remarks, block #12. 
6. Actual Release Date/Time - To be completed at conclusion of demobilization at time of actual release from 

incident. Would normally be last item of form to be completed. 
7. Manifest - Mark appropriate box. If yes, enter manifest number. Some agencies require a manifest for air travel. 
8. Destination - Location to which Unit or personnel have been released, i.e., area, region, home base, airport, 

mobilization center, etc. 
9. Area/Agency/Region Notified - Identify area, agency, or region notified and enter date and time of notification. 
10. Unit Leader Responsible for Collecting Performance Ratings - Self-explanatory. Note, not all agencies require 

these ratings. 
11. Unit/personnel demobilization unit leader will identify with a check in the box to the left of those units requiring 

check-out - Identified unit leaders are to initial to the right to indicate release.  Blank boxes are provided for any 
additional check (unit requirements as needed), i.e., safety officer, agency representative, etc. 

12. Remarks - Any additional information pertaining to demobilization or release. 
16-5. Availability.  This form is available in hard copy at cost from the National Interagency Fire Center, Great Basin Cache 
Supply Office, 3833 S. Development Ave., Boise, ID, 83705 or electronically from their Website 
http://www.nwcg.gov/pms/forms/icsforms.htm. 
16-6. Usage Requirements.  This form will be used if required by the lead or supported agency.  For missions utilizing only 
CAP assets and resources, in-house electronic tools and media are encouraged to support appropriate demobilization of 
resources. 
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MISSION FLIGHT PLAN/BRIEFING FORM (CAPF 104) 

17-1. Purpose. The mission flight plan/briefing form provides the aircrew information required for the assigned personnel to 
complete their mission, and mission base staff the information that they need upon completion of the assigned sortie. 
17-2. Initiation of the Form. The air operations branch initiates the form.  
17-3. Distribution. After the air operations branch initiates the form, and the assigned aircrew completes their appropriate 
information, then complete the flight when released.  The air operations branch will keep a copy of the form as well as the 
aircrew.  Upon completing the assigned mission, the aircrew will complete it’s debriefing and the air operations branch will 
keep a copy of the of the form and forward a copy to the planning section so that the incident action plan can be revised as 
appropriate. 
17-4. Instructions for Completing the Mission Flight Plan/Briefing Form (CAPF 104). 

Item 
1. Summary Information – Fill-in the mission number, date and sortie number. 
2. Crew Qualification – Note the qualifications of the personnel assigned to the aircrew. 
3. Aircraft Equipment – Check the appropriate blocks of equipment on board the aircraft and fill-in additional 

equipment as necessary 
4. Flight Plan Info – Complete the FAA flight plan information as required 
5. Mission Requirements and Objectives – In conjunction with the briefing officer fill in the mission objectives 

summary, search area description, terrain/ground cover expected, the type of search pattern expected to be used, 
the direction of tracks, track spacing, search altitude, search airspeed, hazards to flight, military low altitude 
training routes, aircraft separation, emergency landing fields, current local weather, current local forecast, current 
weather for the search area, current forecast for the search area, the call sign for the mission base, the frequencies 
being monitored at the mission base, the cal signs of ground teams in the area, the frequencies the ground teams 
will be on, the locations that ground teams will be positioned at, who the aircrew is required to contact and when, 
and actions that the aircrew is required to take upon finding the objective.  Code words are requested on the form, 
but will not be used in accordance with the incident command system. 

6. Required signatures – The pilot, briefing officer, and clearance officer should sign the form.  If the aircrew is 
being dispatched remotely, then the pilot should note that on the form in the appropriate blocks. 

7. Mission Debriefing Information – List the type of search conducted, the search patterns used, the search visibility, 
the search altitude, the search speed, the track spacing, the grids searched or route searched as appropriate, the 
time of the search, how the crew is thought to have performed, the number of observers and scanners, any remarks 
about crew effectiveness, the terrain encountered, the turbulence encountered, the level of ground cover, any 
sightings noted, very high frequency omni directional range (VOR radials to potential objectives, the flying time 
en route, flying time in the search area, the total flight time, and any drawings or sightings that could be useful. 

17-5. Availability.  This form is available in accordance with CAPR 5-4, Publications and Blank Forms Management and at 
the NHQ CAP Website. 
17-6. Usage Requirements.  This form will be used on all missions utilizing CAP or member-owned aircraft to brief and 
de-brief each crew. 
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GROUND INTERROGATION FORM (CAPF 106) 

18-1. Purpose. The ground interrogation form provides the ground team a collection method for useful information gathered 
in the field from witnesses or other interested parties to a missing person or aircraft search. 
18-2. Initiation of the Form. The ground team leader initiates the form.  
18-3. Distribution. The ground team leader gives the completed form to the de-briefer that will normally be forwarded to 
the planning section so that the incident action plan can be updated appropriately. 
18-4. Instructions for Completing the Ground Interrogation Form (CAPF 106). 

a. One person should be assigned the job of compiling all leads that come in. 
1) Place a stack of ground interrogation forms on a clipboard 
2) Write the mission number beside item #1 
3) The consecutively number each of the sheets beginning with the number 1. 
4) When a lead comes in, the person compiling leads completes items 3 through 6 giving his/her own name and 

home unit. 
5) Items 7 through 35 are then supplied by the ground team conducting the interrogation or by non-CAP 

individuals that may call-in with information 
6) Whenever information is relayed to the mission base through a third party (State Police, FAA, etc.), the original 

source of the information should be contacted and the lead thoroughly checked out. 
7) Do not fill out the ground interrogation report in duplicate.  This can create confusion and additional work 

repetitively checking out the same leads. 
 

b. Leads should be conspicuously posted in order on a bulletin board for mission planners and operations personnel to 
see. 

c. Any further information obtained from the original source of a particular lead should be stapled to original lead.  
The results of all follow-up investigations of a particular lead by aircraft or ground teams should also be stapled to the 
original lead for future reference. 

d. If a non-CAP witness telephones information directly into the mission base, the person tracking leads should fill-in 
items 31 through 35. 

e. The person tracking leads at the mission base should tell each ground team conducting interrogations the number 
he/she is assigning any leads the team phones or radios in. 

f. Ground teams should keep several have several blank copies of this form available.  Teams should fill out this form 
immediately after interviewing a witness, and forward this lead to the mission staff via radio or telephone as soon as possible 
thereafter. 

18-5. Availability.  This form is available in accordance with CAPR 5-4, Publications and Blank Forms Management and at 
the NHQ CAP Website. 
18-6. Usage Requirements.  This form may be used to conduct witness interviews, though it is not required.  Interviews 
should not be limited to only the above information as more information may be gained by asking additional questions that 
are not listed on this form. 
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FLIGHT OPERATIONS LOG (CAPF 107) 

19-1. Purpose. The flight operations log provides the air operations branch a way to track aircrew sorties accomplished or in 
progress 
19-2. Initiation of the Form. The air operations branch initiates the form.  
19-3. Distribution. The air operations branch completes the form.  Copies are then forwarded to the planning section and 
the finance administration section so that the incident action plan can be adjusted appropriately and budget and manpower 
reports made as necessary. 
19-4. Instructions for Completing the Flight Operations Log (CAPF 107). 

1. Summary Information – Complete the mission number, base, date and page number (the total number of pages 
should be left blank until the mission is closed out, and the last sortie returning home. 

2. Aircraft number and type – Enter the tail number and type of aircraft 
3. Crew – Type the name of the pilot and the number of observers (including scanners) on board 
4. Communications Capability – List the communications equipment available on board in addition to standard 

aircraft radios like radios capable of transmitting on CAP’s VHF-FM frequencies, airborne video equipment, or an 
airborne repeater 

5. Home Base – List the home base of the pilot, and if different the crew as well 
6. Area Assigned – List the area that the aircrew is expected to conduct their operations.  This may be a CAP grid, or 

a specific route, or even a range of coordinates 
7. Range in Hours – How long can this aircraft fly including reserve fuel requirements 
8. ETE – Complete the time it is expected for the aircraft and crew to reach their destination 
9. ATD – Complete the time the aircraft and crew actually left 
10. ETA – Complete the time it is expected to take the aircraft to arrive back at base or the final destination 
11. ATA – Complete the time it actually took the aircraft to arrive back at base or the final destination 
12. Time Flown – List the total time flown (ATA minus ATD)  
13. Remarks – Make any notations necessary to adequately manage and track flights 

19-5. Availability.  This form is available in accordance with CAPR 5-4, Publications and Blank Forms Management and at 
the NHQ CAP Website. 
19-6. Usage Requirements.  This form may be used on all missions utilizing aircraft to track mission aircraft usage, though 
in-house electronic tools and media are encouraged to support appropriate tracking of these resources.  Though this form is 
not required, reporting of the data on this form is required both during and after missions so a mechanism must be in place to 
capture this data. 
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GROUND TEAM CLEARANCE (CAPF 109) 

20-1. Purpose. The purpose of this form is to consolidate the mission and specific sortie information that the ground team 
needs on one form, while also tracking progress and updates allowing for relatively simple debriefs of the team on 
completion of their assigned tasks. 
20-2. Initiation of the Form. The ground team leader or the ground team briefer can initiate the form.  
20-3. Distribution. Initially this form is given to the ground team, with a copy remaining with the operations section.  Upon 
completion of the assigned sortie, this form is given to the debriefer that will forward copies or at least appropriate 
information to the sections requiring information. 
20-4. Instructions for Completing the Ground Team Clearance (CAPF 109). 

Item 
1. General Clearance Information – Fill-in the mission number, base, team leader’s name, the current date, call sign, 

destination and sortie number, or at least all information known. 
2. Vehicle – Fill-in the make, type license, call sign, start mileage and frequencies available in the vehicle.  The 

ending mileage will be filled in on completion of the sortie. 
3. Team Members – Insert the names, qualifications and personal equipment of the assigned team members.    It is 

not necessary to list all qualifications or equipment that personnel carry, but listing relevant specialties that could 
be important to the mission and any special equipment or equipment limitations is necessary. 

4. Briefing – Write a brief description of the team’s assigned mission, and be sure to give the team the information 
that they need to remain in contact with the mission base like the base call sign and phone number. 

5. Code words – Code words are no longer used as CAP transitions to using the incident command system.  That 
does not mean that a team needs to broadcast everything over the radio either.  Team leaders and radio operators 
must consider how something will be understood by the public if heard over the radio, and use appropriate tact 
and diplomacy when transmitting sensitive information over the radio.  Alternative communications means other 
than CAP radio should also be explor6. 

6. ETD, ATD, ETA & ATA – Fill in the ETD (estimated time of departure), ATD (actual time of departure), ETA 
(estimated time of arrival), and ATA (actual time of arrival) as appropriate 

7. Signatures – The briefing officer and ground team leader should both sign this form.  In cases of phone or other 
long distance dispatch, the team leader should annotate this on the form as a briefing officer’s signature will most 
likely not be available and really isn’t necessary. 

8. Debriefing – The debriefing officer should fill-in the appropriate information as appropriate, sign the form, and 
forward copies to those who need them.  The planning section will probably need copies to adjust the incident action 
plan appropriately.  The finance/administration section and possibly the logistics section may need copies of them to 
track vehicle and manpower usage.  

20-5. Availability.  This form is available in accordance with CAPR 5-4, Publications and Blank Forms Management and at 
the NHQ CAP Website. 
20-6. Usage Requirements.  This form will be used on all missions utilizing CAP ground teams to brief and de-brief each 
crew. 
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CAP EMERGENCY SERVICES MISSION FOLDER (CAPF 115) 

21-1. Purpose. The CAPF 115 is used as a folder for all mission documents of record. 
21-2. Initiation of the Form. The form is initiated by the incident commander at the opening of the mission, updated 
throughout the mission, and forwarded to the wing headquarters at the close of the mission. 
21-3. Distribution. The CAPF 115 is provided to the wing headquarters at the close of the mission to be kept as part of the 
official records of all missions conducted by the wing.   
21-4. Instructions for Completing the CAP Emergency Services Mission Folder (CAPF 115). 

Item 
1. Summary Information – Fill-in the mission number, the agency supported, the name of the IC or agency liaison, 

when the mission was opened and when the mission was closed. 
2. Opening Actions – Initial when the IC or agency liaison has been briefed, when the ICS 201 is completed, when 

resources have been alerted, when the incident action plan is complete, when press releases have been 
accomplished, and any other information required. 

3. Closing Actions – Initial when the lead agency has been briefed, when the CAPF 122 is complete, when 
TEMPEST RAPID reports are submitted, when resources have been released, and any other information required. 

4. Post Mission Processing – After the mission is completed the wing staff should initial when support letters have 
been sent, after action reports are completed, press releases accomplished, CAPFs 108 compiled, and any other 
information required completed.  Additionally, the form should be initialed by the key incident and wing staff 
members appropriately upon their reviewing and approving the folder. 

5. Mission Resources – When resources are alerted or released should be noted in the folder with their contact 
information. 

6. Organizational Contacts – List the agencies or personnel that are key points of contact on this mission so that they 
can be referred to again if necessary either on this mission or added to a contact database for future missions. 

7. Page 3 has been left blank so that forms can be stapled or otherwise bound into the folder for the future.  For each 
mission, the folder should contain any sign-in sheets, briefing forms, mission reports, after action reports, press 
releases, reimbursement requests, accident or incident reports, and any other pertinent information that might be 
needed in the future. 

8. Mission Summary – List the personnel results, resources used, and any specific mission remarks necessary. 
21-5. Availability.  This form is available in accordance with CAPR 5-4, Publications and Blank Forms Management and at 
the NHQ CAP Website. 
21-6. Usage Requirements.  This form will be used on all missions for storage of CAP mission records, and supporting 
agency documents if applicable. 
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SAR MISSION REPORT (CAPF 122) 

22-1. Purpose. The CAPF 122 is used as a closeout form for an operational period 
22-2. Initiation of the Form. The form is initiated by the incident commander or the planning section and then certified by 
the incident commander.  
22-3. Distribution. The CAPF 122 is provided to the lead agency to report the efforts of CAP personnel.  Copies are kept on 
file in the wing’s mission folders. 
22-4. Instructions for Completing the SAR Mission Report (CAPF 122). 

Item 
1. Summary Information – Fill in the mission number, date of the activity being reported, who is reporting and what 

wing they are from, and the date and time of the report. 
2. Alpha – Block Alpha requires the search agency to list the assets, CAP or others, used on the search for that 

period, 
3. Bravo – Block Bravo is a summary of that day’s mission activities.  The responsible organization reports the time 

the first aircraft or ground team was dispatched, time a distress beacon was first heard, how many aircraft were 
used, how many flight sorties were conducted, how many hours were spent in the search area, how long it took to 
get to and from the search area, how many total many flight hours were flown on the mission, the total number of 
personnel on the mission, the areas searched with their probability of detection, any special searches conducted 
like route searches, and any significant weather encountered in the area that could have affected operations. 

4. Charlie – Block Charlie is a summary of the plans for the next period’s operations including the total resources 
expected to be utilized (aircraft and personnel), the areas to be searched, and what the forecasted weather is for the 
area. 

5. Delta – Block Delta is a summary of the locating data.  The name of the organization locating the objective, actual 
location description, latitude and longitude coordinates of the objective, time the objective was located, time the 
distress beacon was silenced if appropriate, the terrain encountered at the objective, the number of subjects 
involved, the number located alive, the number located deceased, and the number that remain missing if 
applicable. 

6. Echo – Block Echo is a summary of the recovery data for objectives located.  This block is normally reporting 
another agencies activities as CAP does not normally conduct recovery operations as we are not typically 
equipped for this function. If this information is known, forward it appropriately though.  List the organization 
making the recovery, the time the recovery began, or is expected to begin, where the subjects are being delivered, 
the time the recovery is completed or expected to be complete, what methods are or were being used for recovery, 
the number of subjects recovered alive, the number of subjects recovered deceased, and the number of subjects 
that self-recovered. 

7. Foxtrot – Block Foxtrot is a summary of the mission’s closing or suspending data.  In coordination with the lead 
agency determine the number of subjects saved, the number of subjects assisted, the organization that the saves 
are credited to, and the mission closing or suspending time. 

8. Golf – Block Golf is a remarks block allowing the incident commander to document any additional information 
that he/she feels needs to be part of the formal record. 

22-5. Availability.  This form is available in accordance with CAPR 5-4, Publications and Blank Forms Management and at 
the NHQ CAP Website. 
22-6. Usage Requirements.  This form will be used if required by the lead or supported agency.  For missions utilizing only 
CAP assets and resources, in-house electronic tools and media are encouraged to support appropriate reporting of CAP 
mission activity. 
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